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From: Corbett, Krysti

To: Q"Grady, John; Morrison, Denise; Tim Seidman; McBride, William; Mills, Lesley; Pitchford, Ann; Sims, Mark;
Oliver, Leah

Cc: Coryell, Mark; Patterson, Nicole; Hunt, Loretta; McNeal, Detha; Cunningham, Bisa

Subject: NOTICE: EPA Emergency Leave Transfer Program

Date: Friday, October 6, 2017 10:29:00 AM

Attachments: EPA ELTP HR Bulletin.pdf

OPM Attachment 1.pdf
OPM Attachment 2.pdf
OPM Attachment 3.pdf

All,

In accordance with 5 USC § 6391, the U.S. Office of Personnel Management (OPM) has determined
that the establishment of an emergency leave transfer program (ELTP) is warranted for federal
employees adversely affected by Hurricanes Harvey, Irma and Maria (see OPM Attachments 1-3).
The ELTP provides for the transfer of annual leave to employees adversely affected by the recent
hurricanes, and future disasters or emergencies, as declared by the President. Agencies are
responsible for administering the ELTP for their own affected employees, in accordance with
procedures prescribed under 5 CFR 630, Subpart K.

The attached HR Bulletin establishes EPA’s policy for administering the ELTP. Currently, EPA has
employees in Regions 2 and 6 who were impacted by the recent hurricanes, and may be eligible for
donated leave under the ELTP.

The Office of Human Resources in OARM has scheduled a briefing to discuss the ELTP on Thursday,
October 12, 2017 at 2:00PM ET. A calendar invite will follow.

Please contact Nicole Patterson (LERD) if you have any questions. She can be reached at (202) 564-
4839 or patterson.nicole@epa.gov.

Krysti Corbett

Director

Labor and Employee Relations Division
Office of Human Resources

U.S. Environmental Protection Agency
1200 Pennsylvania Avenue, N.W.

WIJC North 6317A

Washington DC 20460

Mail Code 3602A

Desk Phone: (202) 564-6295

Mobile: (202) 579-1681

corbett.krysti@epa.gov
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HR Bulletin

OFFICE OF HUMAN RESOURCES

I. APPROVAL DATE:
I1. NUMBER: 17-XXXX
I11. SUBJECT: Emergency Leave Transfer Program

IV. PURPOSE: This bulletin establishes the U.S. Environmental Protection Agency’s policy for the
Emergency Leave Transfer Program which provides for the transfer of annual leave to employees
adversely affected by disasters or emergencies as declared by the President.

IV. DEFINITIONS:

(a) Disaster or emergency means a major disaster or emergency, as declared by the President, that
results in severe adverse effects for a substantial number of employees (e.qg., loss of life or property,
serious injury, or mental illness as a result of a direct threat to life or health).

(b) Emergency Leave Donor - A current employee whose voluntary written request for transfer of
annual leave to an emergency leave transfer program is approved by his or her employing agency.

(c) Emergency Leave Recipient - A current employee for whom the employing agency has approved
an application to receive annual leave from an emergency leave transfer program.

(d) Emergency Leave Transfer Program- A program established by the Office of Personnel
Management that permits federal employees to transfer their unused annual leave to other federal
employees adversely affected by a disaster or emergency, as declared by the President.

(e) Family Member — As defined by 5 CFR § 630.902, an individual with any of the following
relationships to the employee: (1) Spouse, and parents thereof; (2) Sons and daughters, and spouses
thereof; 3) Parents, and spouses thereof; (4) Brothers and sisters, and spouses thereof; (5) Grandparents
and grandchildren, and spouses thereof; (6) Domestic partner and parents thereof, including domestic
partners of any individual in paragraphs (2) through (5) of this definition; and (7) Any individual related
by blood or affinity whose close association with the employee is the equivalent of a family relationship.







(f) Leave Bank - A pooled fund of annual leave established by EPA under Title 5, Code of Federal
Requlations § 630.1003.

(9) Leave Bank Board - The three-member governing body of the Leave Bank Program. The members
are designated by the Assistant Administrator for the Office of Administration and Resources
Management/Chief Human Capital Officer. It must consist of three members, with at least one member
representing a labor organization or employee group.

VI. COVERAGE: This bulletin applies to all agency employees who meet the definition of an
employee in accordance with Title 5, United States Code § 6301.

VIl. AUTHORITY/REFERENCES:

(a) Title 5 USC, Government Organization and Employees, Chapter 63 — Leave

(b) 5 CFR Part 630, Absence and Leave

VIIl. ROLES AND RESPONSIBILITIES:

(a) The Office of Administration and Resources Management is responsible for:
(1) The overall management and implementation of the ELTP.

(b) The Office of Human Resources is responsible for:
(1) Issuing written policy and guidance;

(2) Monitoring the use of the ELTP and ensuring adherence to law, regulation and agency
policy;

(3) Determining whether, and how much donated leave is needed by affected employees;
(4) Approving ELTP recipients and donors, as appropriate;

(5) Facilitating the distribution of donated annual leave from approved leave donors to
approved leave recipients;

(6) Determining the period of time for which donated annual leave may be accepted for transfer
to approved leave recipients;

(7) Forwarding approved requests for donors and recipients to the Interior Business Center for
processing:

(8) Informing recipients and IBC of the number of donated hours to be transferred;

(9) Maintaining records of recipients and donors; and
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(10) Notifying the IBC when the ELTP for the approved disaster or emergency has terminated.

(c) The Leave Bank Board is responsible for:

(1) Establishing internal decision-making procedures for donating leave to the ELTP under 5
CFR 8 630.1104;

(2) Monitoring the amount of leave in the Leave Bank and the number of applications to become
ELTP Recipients; and

(3) Maintaining an adequate amount of leave in the Leave Bank to the greatest extent practicable
as required by 5 CFR 8§ 630.1003(d)(5) and 5 CFR § 630.1004.

(d) The First Line Supervisor or Other Leave Approving Official is responsible for:

(1) Reviewing and making a recommendation on ELTP applications following the guidelines
established below;

(2) Submitting completed ELTP applications to the regional leave bank coordinators or the
National Leave Program Managers within OHR as appropriate;

(3) Requesting guidance on the ELTP from the regional leave bank coordinators or the National
Leave Program Managers within OHR as necessary;

(4) Approving and monitoring the employee’s use of donated leave and ensuring that it is used in
a manner consistent with this policy, denying use of leave for other than an acceptable use,
and advising OHR of any concerns; and

(5) Notifying OHR when the employee’s emergency ends.

(e) The Employee is responsible for:
(1) Familiarizing themselves with the ELTP policy;
(2) Applying for the ELTP in accordance with this policy;

(3) Submitting ELTP related absence and leave requests using the agency’s time reporting
system, currently PeoplePlus;

(4) Using donated leave only for hours of absence related to the approved emergency;

(5) Providing appropriate documentation when required by the supervisor for approval of
requested absence and leave;







(6) Timely responding to supervisor requests for updates on the status of the ELPT recipient’s
situation warranting the donated leave; and

(7) Timely notifying supervisor when he/she is no longer affected by the disaster or emergency
as provided for in this policy.

(f) Regional Leave Bank Coordinators are responsible for:
(1) Collecting ELTP applications from supervisors;
(2) Reviewing ELTP applications for completeness;
(3) Submitting completed applications to OHR’s National Leave Program Managers; and
(4) Responding to employee inquiries regarding the ELTP.
(9) Timekeepers are responsible for:

(1) Providing guidance to the emergency leave recipient on completing timesheets using the
appropriate time codes.

(2) Notifying OHR if the emergency leave recipient amends any timesheets for any time period
when using leave from the leave bank; and

(3) Completing the ELTP Recipient’s timesheet if the employee is absent from work due to an
approved disaster or emergency.

(h) Interior Business Center/Payroll Operations Division is responsible for:
(1) Entering one-time adjustments to recipients’ and donors’ leave balances;
(2) Tracking donations and usage on IBC-provided spreadsheets; and

(3) Once the emergency has terminated, returning unused donated leave back to donors or the
leave

(i) The Office of Chief Financial Officer is responsible for:

(1) Providing the applicable time reporting code that maps to the appropriate IBC/FPPS Pay
Code; and

(2) Providing ad hoc reports from PeoplePlus to support tracking and monitoring of emergency
leave usage.

IX. POLICY:

(a) General Guidelines







(1) When directed by the President, OPM will notify agencies of the establishment of an ELTP for a
specific disaster or emergency. An employee may apply for leave through the ELTP if he or she
has been adversely affected by the specific disaster or emergency. An employee is considered to
be adversely affected if the disaster or emergency has caused him or her severe hardship to such
a degree that his or her absence from work is required.

(2) The emergency leave transfer program is in addition to the already-existing voluntary leave
transfer program and voluntary leave bank program and is a separate leave transfer program.

(3) An emergency leave recipient may use donated annual leave without having to exhaust accrued
annual and sick leave.

(4) Emergency leave may be used by a recipient to provide care for a family member who has been
affected by an emergency or disaster provided such family member has no reasonable access to
other forms of assistance. Employees will be required to document proof of relationship to the
family member.

(5) EPA will coordinate with OPM on the transfer of leave to and from other agencies in accordance
with 5 C.F.R § 630.1112.

(b) Application to be an Emergency Leave Recipient

(1) A potential emergency leave recipient must complete OPM Form 1637, Application to Become a
Leave Recipient under the Emergency Leave Transfer Program and submit to their supervisor
who will provide a recommendation and then submit to the regional leave bank coordinator or
the National Leave Program Managers within OHR as appropriate. The application must contain:

(i) The name, position title, and grade or pay level of the potential emergency leave
recipient.

(i) A statement describing the employee’s need for leave from the ELTP; and

(iii) Any additional information that may be required by EPA during a specific disaster or
emergency.

(2) If an employee is not capable of making a written application for participation in the ELTP, a
personal representative of the employee may make a written application on the employee’s
behalf. The written application must indicate the relationship of the signer to the potential
recipient.

(3) EPA may determine a time period by which an employee must apply to become an
emergency leave recipient after the occurrence of a disaster or emergency, as defined in 5
C.F.R. §630.1102.

(4) Once the employee's application to become an emergency leave recipient is either approved
or disapproved, EPA must notify the employee in writing (or his or her personal
5







representative who made application on the employee's behalf) within 10 calendar days
(excluding Saturdays, Sundays, and legal public holidays) after the date the application was
received (or the date established by the agency, if that date is later). If disapproved, EPA
must give the reason for its disapproval.

(c) Application to be an Emergency Leave Donor

(1) An emergency leave donor must complete OPM Form 1638, Request to Donate Annual
Leave Under the Emergency Leave Transfer Program and submit to the regional leave bank
coordinator or the National Leave Program Managers within OHR as appropriate

(d) Donations from a Leave Bank

The EPA leave bank, with the concurrence of the leave bank board, may also donate annual leave to an
ELTP administered by the EPA or, during a Government wide transfer of annual leave, by another
agency.

(e) Limitations on Donated Annual Leave
(1) Emergency Leave Recipients

(i) An emergency leave recipient may receive a minimum of 15 minutes and a maximum of
240 hours of donated annual leave from an emergency leave transfer program for each
disaster or emergency.

(it) Each emergency leave recipient must use the donated annual leave for purposes related to
the disaster or emergency for which the emergency leave recipient was approved. An
employee must provide notification to his or her supervisor as soon as he or she is no longer
affected by the disaster or emergency. Failure to provide timely notification may result in
disciplinary action.

(2) Emergency Leave Transfer Donors

(i) An emergency leave donor may not donate annual leave to a specific
emergency leave recipient.

(ii) An emergency leave donor may not contribute less than 1 hour or more than 104 hours of
annual leave in a leave year.

(iii) Waiver of the 104-hour donation limit may be granted by the agency when there is a
significant shortfall in the number of donated hours needed by approved recipients
because of the extreme nature of the emergency or disaster.

(3) Retroactive Substitution

(i) After approval of an application, annual leave donations for the emergency leave transfer
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program may be:

(A) Substituted retroactively for any period of leave without pay used because of the
adverse effects of the disaster or emergency.

(B) Used to liquidate an indebtedness incurred by the emergency leave recipient for
advanced annual or sick leave used because of the adverse effects of the disaster or
emergency.

(4) Advanced Leave

An emergency leave recipient may be advanced annual or sick leave, as appropriate (even if
the employee has available annual and sick leave), so that the emergency leave recipient is
not forced to use his or her accrued leave before donated annual leave becomes available.

(5) Accrual of Leave While Using Donated Leave

An emergency leave recipient using donated annual leave continues to accrue annual and sick
leave at the same rate as if the employee were in a paid leave status, and the employee's
annual leave will be subject to the annual leave limitations in 5 U.S.C. § 6304 (a), (b), (c), and

(f).

(F) Termination of Disaster or Emergency

(1) An emergency leave recipient’s disaster or emergency terminates when the first of the following

oceurs:
(i)
(ii)
(iii)

(iv)

(v)

When the agency determines that the disaster or emergency has terminated.
When the emergency leave recipient’s Federal service terminates.

At the end of the biweekly pay period in which the emergency leave recipient or
personal representative notifies the emergency leave recipient’s supervisor that the
emergency leave recipient is no longer affected by the disaster or emergency.

At the end of the biweekly pay period in which the emergency leave recipient’s
supervisor or the agency determines the emergency leave recipient is no longer
affected by such disaster or emergency (after written notice from the agency and an
opportunity is provided for the emergency leave recipient or personal representative
to answer orally or in writing within 10 calendar days).

At the end of the biweekly pay period in which the agency receives notification that
OPM has approved an application for disability retirement for the emergency leave
recipient.







(2) When a disaster or emergency affecting an emergency leave recipient is terminated, no further
requests for transfer of annual leave may be granted. Any unused transferred annual leave
remaining to the emergency leave recipient’s credit will be restored to the emergency leave
donor(s) or leave bank as appropriate.

(9) Restoration of Unused Donated Annual Leave
Upon termination of a disaster or emergency -

(1) Any unused annual leave donated to the ELTP must be returned to the emergency leave donors,
and if any annual leave was donated by a leave bank, it must be returned to the leave bank in
accordance with 5 CFR § 630.1117.

(2) The amount of unused annual leave to be returned to each emergency leave donor and/or leave
bank must be proportional to the amount of annual leave donated by the employee or the leave
bank to the ELTP for the disaster or emergency;

(3) Any unused annual leave remaining after the distribution will be subject to forfeiture;

(4) Annual leave donated to an ELTP for a specific disaster or emergency may not be transferred to
another ELTP established for a different disaster or emergency; and

(5) The emergency leave donor may choose to have the agency restore unused donated annual leave
by crediting the restored annual leave to the leave donor's annual leave account in either the
current leave year or on the first pay period of the following leave year.

(h) Protection Against Coercion

An employee may not directly or indirectly intimidate, threaten, or coerce, or attempt to intimidate,
threaten, or coerce, any emergency leave donor or emergency leave recipient for the purpose of
interfering with any right such employee may have with respect to donating, receiving, or using annual
leave.

X. RECORDS:

Please see the agency’s Record Schedules policies at:
http://www.epa.gov/records/policy/schedule/index.htmhttp://www.epa.gov/records/policy/schedule/inde
x.htm for detailed retention instructions for the following:

(a) EPA Records Schedule 0565: Donated Leave Program Case Files

Additionally, the agency must maintain documents in connection with each individual leave transfer in
compliance with the requirements in 5 C.F.R. § 630.1012.

XIl. MATERIALS SUPERSEDED:

None.
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XI11. APPENDICES:

Appendix A: OPM Form 1637, Application to Become a Leave Recipient Under the Emergency Leave
Transfer Program

Appendix B: OPM Form 1638, Request to Donate Annual Leave Under the Emergency Leave Transfer
Program

Loretta L. Hunt, Chief

Policy and Accountability Branch
Policy, Planning and Training Division
Office of Human Resources
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UNITED STATES OFFICE OF PERSONNEL MANAGEMENT
Washington, DC 20415

The Director SEP 0 l 2017

MEMORANDUM FOR HEADS OF EXE UTLVE DEPARTMENTQ AND AGENCIES

FROM: ATHLEEN

TTI@N
ACTING DIRECTOR

Subject: Emergency Leave Transfer for Federal Employees Adversely Affected
by Hurricane Harvey

In the event of a major disaster or emergency as declared by the President that results in severe
adverse effects for a substantial number of Federal employees, the U.S. Office of Personnel
Management (OPM), in consultation with the U.S. Office of Management and Budget (OMB),
may establish an emergency leave transfer program (ELTP). After coordinating with Federal
agencies 1o assess the impact on employees adversely affected by Hurricane Harvey in the
disaster areas, OPM, in consultation with OMB, has determined that the establishment of an
ELTP is warranted.

An ELTP permits employees in the executive and judicial branches, or agency leave banks
established under 5 U.S.C. 6363, to donate unused annual leave for transfer to employees of the
same or other agencies (or the judicial branch) who are adversely affected by a major disaster or
emergency, either directly or through adversely affected family members, and who need
additional time off from work without having to use their own paid leave. Employees who are
adversely affected and seek to become emergency leave recipients must apply in writing to their
agencies. An employee who is unable to do so on their own may apply through a personal
representative (5 CFR 630.1105). The ELTP will be in place to assist approved leave recipients
as the need for donated annual leave becomes known.

Agencies with employees adversely affected by Hurricane Harvey are in the best position to
determine whether, and how much, donated annual leave is needed by their employees and
which of their employees have been adversely affected by the emergency within the meaning of
OPM regulations. They are also in the best position to quickly facilitate the transfer of donated
annual leave within their agencies. Therefore, OPM is authorizing agency and department heads
(or their designees) to do the following: -

(1) Determine which employees are affected and whether, and how much, donated annual
leave they need;
.(2) Determine the period of time for which donated annual leave may be accepted for
distribution tc approved leave recipients; ‘
(3) As appropriate, approve leave donors and/or leave recipients in their agencies;
(4) Facilitate the distribution of donated annual leave from approved leave donors or
(with the concurrence of an agency leave bank board) from an agency leave bank to
~approved leave recipients within their agencies; and
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(5) Educate adversely affected employees that, dependent on agency policy, they may
- request advanced annual or sick leave, as appropriate (even if they have available annual
~ and sick leave) or leave without pay, so that they are not forced to use accrued leave
before donated annual leave becomes available. This is necessary since donated annual
leave may only be substituted retroactively for any period of leave without pay or
advanced annual or sick leave used because of the emergency; it may not be retroactively
substituted for accrued annual or sick leave used because of the emergency.

Agencies are responsible for administering the ELTP for their own affected employees.
Therefore, employees who wish to donate annual leave must contact their own agencies, not
OPM, to determine if there are any affected employees in their agency and how to donate annual
leave to them.

Agencies should contact OPM for assistance in receiving additional donated annual leave from
other agencies only if they do not receive sufficient amounts of donated annual leave to meet the
needs of emergency leave recipients within the agency. Based on the demand for donated leave,
OPM will solicit and coordinate the transfer of donated annual leave among Federal agencies.
OPM will notify each agency of the cumulative amount of donated annual leave that will be
credited to it for transfer to its approved emergency leave recipients. The agency will determine
the amount of donated annual leave to be transferred to each emergency leave recipient.

OPM’s regulations on the administration of the emergency leave transfer program (5 CFR Part
630, Subpart K) are available at http://www.ecfr.gov/cgi-bin/text-
idx?c=ecfr&SID=ef599568d4b61fce088bb504001£7601&rgn=divo&view=text&node=5:1.0.1.2.
83.11&idno=5. Additional guidance is available in our Emergency Leave Transfer Program fact
sheet at http://www.opm.gov/policy-data-oversight/pay-leave/leave-administration/fact-
sheets/emergency-leave-transfer-program/. The supplementary information to our final
Emergency Leave Transfer Program regulations published in 2008, available at
http://www.gpo.gov/fdsys/pkg/FR-2008-11-04/pdf/E8-26220.pdf, may also provide helpful
background information.

Additional Information

Agency headquarters-level human resources offices may contact Pay and Leave at OPM at
pay-leave-policy@opm.gov. Because the emergency leave transfer program will be administered
by the agencies, employees should contact their servicing agency human resources office for
further information on the emergency leave transfer program.

cc: Chief Human Capital Officers
Human Resources Directors









UNITED STATES OFFICE OF PERSONNEL MANAGEMENT
Washington, DC 20415

The Director September 20, 2017

MEMORANDUM FOR HEADS OF EXECUTIVE DEPARTMENTS AND AGENCIES

FROM: KATHLEEN M. McG]?‘ng A’l ‘
ACTING DIRECTOR % )

Subject: Emergency Leave Transfer for Federal Employees Adversely Affected
by Hurricane Irma

In the event of a major disaster or emergency as declared by the President that results in severe
adverse effects for a substantial number of Federal employees, the U.S. Office of Personnel
Management (OPM), in consultation with the U.S. Office of Management and Budget (OMB),
may establish an emergency leave transfer program (ELTP). After coordinating with Federal
agencies to assess the impact on employees adversely affected by Hurricane Irma in the disaster
areas, OPM, in consultation with OMB, has determined that the establishment of an ELTP is
warranted.

An ELTP permits employees in the executive and judicial branches, or agency leave banks
established under 5 U.S.C. 6363, to donate unused annual leave for transfer to employees of the
same or other agencies (or the judicial branch) who are adversely affected by a major disaster or
emergency, either directly or through adversely affected family members, and who need
additional time off from work without having to use their own paid leave. Employees who are
adversely affected and seek to become emergency leave recipients must apply in writing to their
agencies. An employee who is unable to do so on their own may apply through a personal
representative (5 CFR 630.1105). The ELTP will be in place to assist approved leave recipients
as the need for donated annual leave becomes known.

Agencies with employees adversely affected by Hurricane Irma are in the best position to
determine whether, and how much, donated annual leave is needed by their employees and
which of their employees have been adversely affected by the emergency within the meaning of
OPM regulations. They are also in the best position to quickly facilitate the transfer of donated
annual leave within their agencies. Therefore, OPM is authorizing agency and department heads
(or their designees) to do the following:

(1) Determine which employees are affected and whether, and how much, donated annual
leave they need;

(2) Determine the period of time for which donated annual leave may be accepted for
distribution to approved leave recipients;

(3) As appropriate, approve leave donors and/or leave recipients in their agencies;

(4) Facilitate the distribution of donated annual leave from approved leave donors or
(with the concurrence of an agency leave bank board) from an agency leave bank to
approved leave recipients within their agencies; and
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(5) Educate adversely affected employees that, dependent on agency policy, they may
request advanced annual or sick leave, as appropriate (even if they have available annual
and sick leave) or leave without pay, so that they are not forced to use accrued leave
before donated annual leave becomes available. This is necessary since donated annual
leave may only be substituted retroactively for any period of leave without pay or
advanced annual or sick leave used because of the emergency; it may not be retroactively
substituted for accrued annual or sick leave used because of the emergency.

Agencies are responsible for administering the ELTP for their own affected employees.
Therefore, employees who wish to donate annual leave must contact their own agencies, not
OPM, to determine if there are any affected employees in their agency and how to donate annual
leave to them.

Agencies should contact OPM for assistance in receiving additional donated annual leave from
other agencies only if they do not receive sufficient amounts of donated annual leave to meet the
needs of emergency leave recipients within the agency. Based on the demand for donated leave,
OPM will solicit and coordinate the transfer of donated annual leave among Federal agencies.
OPM will notify each agency of the cumulative amount of donated annual leave that will be
credited to it for transfer to its approved emergency leave recipients. The agency will determine
the amount of donated annual leave to be transferred to each emergency leave recipient.

OPM’s regulations on the administration of the ELTP (5 CFR Part 630, Subpart K) are available
at http://www.ecfr.gov/cgi-bin/text-
idx?c=ecfr&SID=ef599568d4b61fce088bb504001f7601&rgn=div6&view=text&node=5:1.0.1.2.
83.11&idno=5. Additional guidance is available in our ELTP fact sheet at
http://www.opm.gov/policy-data-oversight/pay-leave/leave-administration/fact-
sheets/emergency-leave-transfer-program/. The supplementary information to our final ELTP
regulations published in 2008, available at http://www.gpo.gov/fdsys/pkg/FR-2008-1 1—
04/pdf/E8-26220.pdf, may also provide helpful background information.

Additional Information

Agency headquarters-level human resources offices may contact Pay and Leave at OPM at
pay-leave-policy@opm.gov. Because the ELTP will be administered by the agencies, employees
should contact their servicing agency human resources office for further information on the
ELTP.

cc: Chief Human Capital Officers, and Human Resources Directors









UNITED STATES OFFICE OF PERSONNEL MANAGEMENT
Washington, DC 20415

The Director

September 27, 2016
MEMORANDUM FOR HEADS OF EXECUTIVE DEPARTMENTS AND AGENCIES

FROM: KATHLEEN M. McGETTI
ACTING DIRECTOR ??:Mu A’l

Subject: Emergency Leave Transfer for Federal Employees Adversely Affected
by Hurricane Maria

In the event of a major disaster or emergency as declared by the President that results in severe
adverse effects for a substantial number of Federal employees, the U.S. Office of Personnel
Management (OPM), in consultation with the U.S. Office of Management and Budget (OMB),
may establish an emergency leave transfer program (ELTP). After coordinating with Federal
agencies to assess the impact on employees adversely affected by Hurricane Maria in the disaster
areas, OPM, in consultation with OMB, has determined that the establishment of an ELTP is
warranted.

An ELTP permits employees in the executive and judicial branches, or agency leave banks
established under 5 U.S.C. 6363, to donate unused annual leave for transfer to employees of the
same or other agencies (or the judicial branch) who are adversely affected by a major disaster or
emergency, either directly or through adversely affected family members, and who need
additional time off from work without having to use their own paid leave. Employees who are
adversely affected and seek to become emergency leave recipients must apply in writing to their
agencies. An employee who is unable to do so on their own may apply through a personal
representative (5 CFR 630.1105). The ELTP will be in place to assist approved leave recipients
as the need for donated annual leave becomes known.

Agencies with employees adversely affected by Hurricane Maria are in the best position to
determine whether, and how much, donated annual leave is needed by their employees and
which of their employees have been adversely affected by the emergency within the meaning of
OPM regulations. They are also in the best position to quickly facilitate the transfer of donated
annual leave within their agencies. Therefore, OPM is authorizing agency and department heads
(or their designees) to do the following:

(1) Determine which employees are affected and whether, and how much, donated annual
leave they need;

(2) Determine the period of time for which donated annual leave may be accepted for
distribution to approved leave recipients;

(3) As appropriate, approve leave donors and/or leave recipients in their agencies;

(4) Facilitate the distribution of donated annual leave from approved leave donors or
(with the concurrence of an agency leave bank board) from an agency leave bank to
approved leave recipients within their agencies; and
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(5) Educate adversely affected employees that, dependent on agency policy, they may
request advanced annual or sick leave, as appropriate (even if they have available annual
and sick leave) or leave without pay, so that they are not forced to use accrued leave
before donated annual leave becomes available. This is necessary since donated annual
leave may only be substituted retroactively for any period of leave without pay or
advanced annual or sick leave used because of the emergency; it may not be retroactively
substituted for accrued annual or sick leave used because of the emergency.

Agencies are responsible for administering the ELTP for their own affected employees.
Therefore, employees who wish to donate annual leave must contact their own agencies, not
OPM, to determine if there are any affected employees in their agency and how to donate annual
leave to them.

Agencies should contact OPM for assistance in receiving additional donated annual leave from
other agencies only if they do not receive sufficient amounts of donated annual leave to meet the
needs of emergency leave recipients within the agency. Based on the demand for donated leave,
OPM will solicit and coordinate the transfer of donated annual leave among Federal agencies.
OPM will notify each agency of the cumulative amount of donated annual leave that will be
credited to it for transfer to its approved emergency leave recipients. The agency will determine
the amount of donated annual leave to be transferred to each emergency leave recipient.

OPM’s regulations on the administration of the emergency leave transfer program (5 CFR Part
630, Subpart K) are available at http://www.ecfr.gov/cgi-bin/text-
idx?2c=ecfr&SID=ef599568d4b61fce088bb504001f7601&rgn=div6&view=text&node=5:1.0.1.2.
83.11&idno=5. Additional guidance is available in our Emergency Leave Transfer Program fact
sheet at http://www.opm.gov/policy-data-oversight/pay-leave/leave-administration/fact-
sheets/emergency-leave-transfer-program/. The supplementary information to our final
Emergency Leave Transfer Program regulations published in 2008, available at
http://www.gpo.gov/fdsys/pkg/FR-2008-11-04/pdf/E8-26220.pdf, may also provide helpful
background information.

Additional Information

Agency headquarters-level human resources offices may contact Pay and Leave at OPM at
pay-leave-policy@opm.gov. Because the emergency leave transfer program will be administered
by the agencies, employees should contact their servicing agency human resources ofﬁce for
further information on the emergency leave transfer program.

cc: Chief Human Capital Officers
Human Resources Directors









